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Introduction 
 
 
General Overview 
 
The NMCI Demand Tracking System (DTrack) is an executive information decision 

system using standard operational and tactical models.  DTrack is intended to aid in 
creating fiscal year budgets for current and future years, and aid in resource allocation 
decisions.  Dtrack lets users manage their own budgets by giving them the ability to make 
changes, additions, and deletions.  Any inaccuracy can quickly be fixed by anyone with 
access to DTrack.  Once a division enters their information, a budget manager will review 
the information and accept or reject the budget order.  If an order is rejected, the reasons 
for the rejection are listed, and corrections can be made quickly and the order 
reprocessed. 
Note: If you are making numerous changes, we recommend you save your changes 
frequently. Exiting the browser without saving changes will cause all changes to be 
lost.  Sometimes after a change is made the screen will refresh, this in no way 
implies a save was done, you still need to press the Save button. 

  
 

 
 



 
Login To DTrack 

 
 

DTrack is a web-enabled application.  You can access DTrack as long as you have a 
user name, password and access to a web browser.  If you can view normal html web 
pages, i.e. www.yahoo.com, then DTrack will work on your system. 

 

 
Figure-1 

 
You must login every time you want to use DTrack.  If you have never used DTrack 

before you will need to register to activate your account.  Click the New User hyperlink 
and then fill out the appropriate information.  If you’re already registered just enter your 
Username and Password on this screen to log into DTrack. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

http://www.yahoo.com/


 
 

Starting DTrack  
 
Once you have successfully logged into DTrack, the application will load the main 

window, which will look like the following picture. 
 

 
 
 
 
A successful load will show the DTrack application containing a black background, 

and the menu bar with File, View, Admin, and Help menu items.  Now you are ready to 
use DTrack.  

 The only requirement to use DTrack is the Java Runtime Environment 1.2(JRE) or 
later.  Fortunately your browser will detect the JRE installed and will automatically 
upgrade the browser to a compatible version.  The following picture will appear if your 
browser detects you need to download a more recent JRE. 

 
 
 



 

 
 
Once you press the Install button the Java Plug-in will automatically install itself just 

this one time, and will never have to be downloaded again.  It will sit on your local 
machine and activate only when needed, i.e. you run DTrack or another Java applet. 

You will see a Java Plug-in icon in the icon tray at the lower right of your main 
window, where the time display is located.  Clicking on this icon will let you set the 
options for the Java Plug-in, as well as disabling the Java Plug-in.  We recommend that 
you not disable or alter the default Java Plug-in settings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Initial Order Spreadsheet 
 

In order to use DTrack we must have received your initial order spreadsheet listing all 
budget items.  We send you a blank template Excel spread sheet to be filled out and 
returned to us, which we then load into our system.  Once this is done you will be able to 
locate your UIC number in DTrack and view, modify your records.  Below is a mock 
example spread sheet. 

 

 
 
 

 
 
 
 
 
 
 



 
 
 

 
Viewing Orders 

 
The first step for new users should be to view your itemized order, where you will do 

your modifications and monitoring.  Do note only your own organization’s orders will 
be viewable.  To view your existing orders Select the File menu followed by the Order 
menu item, as the picture shows. 

 

 
 

 
Upon selecting the Order menu item, the screen will show you a “tree control” on the 

left and a large empty form on the right.  The form is empty since you haven’t selected 
any specific order yet. 

 
 
 
 



 
 
 
The tree control lists the UIC’s you are able to view, which in many cases will be 

only one as shown above.  Expanding the UIC tree folder displays any orders for that 
UIC.  Selecting the order row, as shown above, will load the order into the form on the 
right.  The information displayed may now be viewed and modified.  The display consists 
of four parts:  Tree View, Order View, Order Item View, and Budget View.  The Tree 
View is where the user selects the initial order to view, and may select a different order at 
anytime.  The Order View displays the order data that goes with the UIC selected from 
the Tree View.  The Order Item View shows all the information for each individual item 
ordered for the selected UIC.  The Budget View shows control information for the 
selected UIC.  Changing the selection in the Tree View will change the data in the other 
views instantly. 

Sorting on a column, for example LNAME, to make viewing more organized and 
easier is accomplished by just selecting the column name.  Selecting LNAME column 
header sorts the rows by the last name, and selecting the BUILDING  column header 
would sort the rows by building.  If you are looking for a couple of people and all you 
know is their last names, just sort the rows by LNAME and the find them by scrolling 
down the list.  

 
 
 
 
 



 
Entering New Orders 

 
If your organization does not have an existing order, you can create one. Enter the 

order module by selecting the File menu and the Order menu item. Right click anywhere 
in the Tree View to call up the menu that provides the New Order function. 

 

 
The New Order selection will open a dialog box that allows you to choose your 

organization on a drop down menu. Fill in the remainder of fields in the dialog box then 
click OK to begin entering the order. 

 



 
 
The system will then display the order entry screen where you can enter individual 

line items. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Lookup Tables 

 
Double clicking on any of the following fields will display a lookup table: LNAME, 

BUILDING, CLIN, and OBJECT CLASS.  The Person Lookup table and the CLIN table 
will fill in several associated fields. 

 

 
 
New items can be added to the lookup tables and existing items can be changed.   

Each lookup table has an Add button that will insert a row that can then be filled out with 
new information.  Items will only be saved when the Save button is pressed. 
Note: If you are making numerous changes, we recommend you save your changes 
frequently. Exiting the browser without saving changes will cause all changes to be 
lost.  Sometimes after a change is made the screen will refresh, this in no way 
implies a save was done, you still need to press the Save button. 
 

 



 
Right clicking the mouse in the Order Item View displays a popup menu.  The table 
below briefly describes each item. 

 
Function Definition 
Person 
Lookup 

 

Use to edit person information belonging to this 
order. 

Building 
Lookup 

 

Use to edit building and room information belonging 
to this order. 

Duplicate 
Current Row 

Inserts a new row with the same values as the selected 
row. 

Recalculate 
Obligate 
Amount 

Updates the budget control numbers for this order 
taking into account any changes made to the Order 
Item View. 



 
The following picture shows the Person Lookup menu where you can view and edit 
person information. 

 
Double clicking on any cell in a row enables editing of the cell clicked.  You can modify 
cells in any number of rows, and then hit the Save button. 
Note: We recommend you save frequently. Closing the browser window without 
saving will cause all changes to be lost. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Reports 
 

There are two different reports users can generate through DTrack, a configuration 
report and spreadsheet report.  The picture below shows the two reports inside the popup 
menu. 

 First, DTrack can provide a summary report on the number of each configuration 
ordered by a given organization.  Right clicking on the appropriate order and selecting 
the menu option Reports, then Generate Configuration, will generate a summarized html 
report showing each organization’s seat configurations, per building and class type. 

 
 

 
 



An example report is shown below: 

 
 
The report shows the quantity of each unique configuration, the associated CLIN  

descriptions, and the CLIN numbers.   You can save, print, or do anything else using the 
browser since the report is in html format, a basic web page.  The report once displayed 
in its own web page, is no longer connected to DTrack in any fashion, so you can close 
the browser when you through with viewing, printing, saving, etc… the report. 

The second report is a html Excel style spreadsheet that shows the entire current order 
with one item per line, very similar to the original order format your organization filled 
out initially.  Below is a picture. 

 



 
 
To convert this into an Excel file,  choose the browsers File menu, then Save As 

menu item.  From there just name the file anything you desire, and save it as an html file 
type as shown below.  Remember the directory you saved it to, since in the next step we 
will retrieve this file. 

 

 



 
Now all you have to do is open Excel, choose the File menu, and then select Open.  

Browse to where you saved the html file, remembering where it was saved, and Excel 
will import and convert it from an html file to the normal .xls file type and display.  All 
the fields and columns should line up correctly as well. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Submitting an Order 

 
Submitting an Orders function pertains to having the order reviewed.  An email is 

sent to the order approval person so he or she knows a request has been to approve said 
order.  You don’t  “Submit an Order” every time you make a change or alteration, for that 
just use the Save button and that is enough.  In the beginning when you first make an 
order, you should “Save” and then “Submit the Order”.  The order will be reviewed and 
accepted or changes requested. 

Currently, you right click on the order in the Order View and select the menu Submit 
Order.  Use ‘Submit Order’ when you have created a new order, one that is not in the 
system, and you are requesting this new order be entered into the system.  If the order 
already exists, do not use ‘Submit Order’, instead use the normal form on the right to edit 
and press the ‘Save’ button. 

 

 
 
After you submit the order, you will be asked to enter a reason. 
 
 
 
 
 
 



 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Demand Module 
 
 

The Demand Module lets users budget, and forecast up to five years into the future.  
The usefulness here concerns one-time charges that will not show in other fiscal year 
periods.  Sometimes there may be an item that will only be charged for a single year, and 
will not be charged in the other fiscal year periods.  If needed, the Demand Module lets 
you bill the item for one year only, and showing the other years as not having to charge 
for that item.  By budgeting the single year items appropriately, the division will get an 
accurate picture of future budgets, and will be less apt to over spend or under spend. 

The Demand Module looks quite like the Orders Data Entry Screen to keep a standard 
look and feel.    

 
 

 
 
 
 
 
 
 
 



 
 
 
If you start out with one year, you add future fiscal years to the Demand Tree by right 

clicking on the demand year as shown below, and choosing  

 
 
 
You may right click on any row in the Tree to create a new node, since you select the 

UIC the order belongs to from the dialog box shown below. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ease of use Features 
 

The ease of use features DTrack offers are Full Screen mode, and MDI(Multiple 
Document Interface).  Full Screen mode lets the user view only the essential part of 
DTrack, thus giving the user more viewable area.  MDI enables having multiple windows 
display at once, having more viewable area that Full Screen mode provides makes 
utilizing DTrack more efficient and easy.  In Full Screen mode, a new browser is opened 
to the maximum size for best viewing.  The user can save and close this Full Screen 
window whenever he or she wishes.  To enter full screen mode select the menu View and 
then the menu item Full Screen as shown below. 

 

 
 

The second ease of use feature is the Multiple Document Interface, or MDI.  Every 
time the user selects a menu option that opens a window inside DTrack, each new 
window is completely separate from the other windows.  You must close them each 
separately, or close the one you are done with, and leave the other windows open.  The 
picture below shows two windows opened side by side.  You can move, resize, and 
manipulate both windows as desired.  Both windows are completely independent from 
one another. 



  
If you open a new window and it covers the old window, the old window is still 

available; it just might be behind the newly opened window.  Here is an example showing 
two windows opened at once.  Instead of having the user close one window and open a 
new window, he or she can keep a couple of order windows up and switch between them 
as desired. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Administrator Guide 

 
 

The administrator is in control of security and privileges of the DTrack users.  The 
user can only access orders that the administrator grants him or her access to. 

The administrator can also access the Lookup Table data for the CLIN, Person Code, 
Location, Person, Budget Control, UIC data.  The Admin menu has a menu item Lookup 
Tables that gives the administrator a graphical interface to the data. 

 

 
 
A new window with CLIN data opens for the administrator to view or modify. 
 

 
 
 



The main administrator user panel lets users be granted rights to a UIC, and the 
ability to access all orders for that UIC. 

 
 
In most cases each user will only have one UIC they can access.  The <, > moves the 

selected UIC either in or out of the users granted list.  The >>, and << moves all the UIC 
codes either in or out of the users access list. 

The admin Person shows every person for all the UIC’s currently. 
You can not add a new person from the admin Persons lookup table at this time since 

it is not bound by the UIC, i.e. there is no way to select what UIC the person would 
belong to.  For now, to add new people use the Person by UIC lookup table accessed by 
right clicking in the Order Item View Table. 
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